WORK IN PROGRESS — All requests for directives must be in writing at this time.

USDA, Office of Inspector Genera

Room 9-E Jamie Whitten Bldg

1400 Independence Avenue SW.
Washington, DC 20250

Phone: (202) 720-5677 Fax: (202) 690-6305

INDEX BELOW

1G-1112
Change 27

INDEXES AND CONTENTS

Current Directives Index

APPROVAL/TRANSMITTAL

This manual section contains an updated consolidated index that lists current OIG directives by code number
in the order they should be filed in the OIG manual. New or revised directives are highlighted on the index by

an asterisk and hyphen (*-).

ROGER C. VIADERO
Inspector General

MATERIAL SUPERSEDED since June 1, 1998. Remove and destroy previous editions.

Number Subject
1G-1112 Current DireCtiveS INAEX ......coooeveeeiiiiii
1G-1421 Handling Privacy Act Requests and Releases ............ceevvviiiiiieninnnnn,
EXNIDIT A ...
1G-1427 Right To Financia Privacy ACt ........ccovvveiiiiinieeeeeeeee e
EXNIDIES Acl ...ttt
IG-1514 ReGUIALONY REVIEW ....uiii i
1G-2141 File Numbers for Correspondence ...........ccceoeveeeviieiiiiiinieeeeeeeiiinnnn,
1G-2711 Lost, Stolen, Damaged, or Destroyed Property ................eeeeeeveeeennes
1G-3630 ADSENCE ANA LEAVE ....vvvviiiiiiiiiiiiieiiiiieiiieieieieiebeeebe e eeeeeeeeeeeeeeeeeenees

pp. iii, 55,56 07-79

PP 11, 12, 13, 138 cooeeveeeeeeee e

| G-6400 Investigative Case Entry Sheet Instructions .............ccvceeenveeeveeeninnnnn.
1G-7217 Genera Requirements - Transmittal and Distribution of Audit Reports
EXNIDITS Ar3-A-40..... et e e e
EXhIDITS ArL, Ac2. e

1G-8410 Warnings, Interview Techniques, Notes and Statements
P B0 e
EXhIDItS A, Buoooiiieeei e

| G-8460 Consensual Monitoring Electronic Tracking Devices.............ccccuuve..



IG-1112

MATERIAL SUPERSEDED (Contd.)

|1G-8464 Confidential Informants and Investigative Operatives

o T RPN 01-98
1G-8472 (== 111 05-97
|G-8476 DEfENSIVE TACLICS ...ttt e e e e ee e 06-95
1G-8611 Report Writing and Distributions

TR 0 SRR 06-96

g1 1 ST 06-96

NEW ISSUANCES since June 1, 1998.

Date
Number Subject | ssued
1G-8444 ASSet FOrfEItUre PrOgram.........ooveieiiee e e e e e e e e eeees 02-99

A. POLICY. The master file of current OIG directives and supporting documentation will be maintained in
the Directives Unit in headquarters. In addition, a complete set of current OIG directives will be maintained
by the immediate office of the IG and each AIG and Administrative Officer (AO). Individual employees
should maintain a file of the current directives needed to carry out their assigned duties as indicated by the
distribution codes below.

B. DISTRIBUTION CODES. Each new or revised directive is assigned a distribution code letter based on
the intended audience for the directive. The assigned distribution code letter is printed in the lower |eft corner
of the first page of each directive. It isalso recorded in the last column of thisindex. The code letters and
corresponding distribution are as follows.

Code Distribution

All OIG managers/supervisors.

IG, AlG's, AO's, Audit managers/supervisors, and all auditors.

IG, AIG's, AO's, Investigations managers/supervisors, and all
specia agents.

D - All OIG managers/supervisors, auditors, and special agents.

G - All employees.

S - IG, AIG's, AO's, and "as needed" distribution.

A
B
C

o0o

-2- June 1999



1000 - GENERAL ADMINISTRATION

INDEXES, CONTENTS AND DIRECTIVES

Indexes and Contents
*. |1G-1112 Current DITeCHIVES INAEX .....uveeiie e
1G-1113 V=S (= 011 1T 0T J

Directives Management Program
IG-1121 Preparation and Issuance of DIreCliVeS .............euveririririririiiiiriiiriiiiiiinnns

GENERAL MANAGEMENT AND AUTHORIZATIONS

Dédegations of Authority

IG-1312 SIgnature AULNOMTIES ......ooovviiiiiie e e
1G-1313 SUCCESSION AULNOTIEIES .ovieeiieeeee et eans

INFORMATION SERVICES

Freedom of Information Act Matters

IG-1411 Handling Persona Privacy Information ..............ccvvvvviiiniiieeeeeciiieiee e
Privacy Act Matters
*- 1G-1421 Handling Privacy Act Requests and REIEaSES .............vvveveviiiiiiiiiiiiiiiiiies
1G-1422 Collecting and Maintaining Privacy Information ...............cccoeeeeieeenennnn,
1G-1425 Computer Matching Programs ..........cooooveieiiieieeeeeee e
*- 1G-1427 Right To Financial Privacy AC ........ccovviiiiiiiiiie e

Publicity Matters
1G-1431 Press/Public REIGHONS ......covniiieieieeeeee e

Sources of Information
1G-1464 Grand Jury Information..........coooeeiiiie i
|G-1468 INEEIPON .

EXTERNAL RELATIONS

Intradepartmental Relations

IG-1511 Obtaining Lega OPiNIONS .......uuiiiiieiiiiceiiis e
*- 1G-1514 Review of Laws and RegUIGLions ...............uuueuueuiueiiiiiiiiiiiiiiiniiieineeeeenees
IG-1516 OIG Compliance Oversight Program ........ccoooeveveieiiiieeeeeeeeeeeeeeeen

Dist. = Distribution R = Revised XR = Cross-reference

Exhibit A(1)

of 1G-1112
06-99R G
10-96R A
11-96R A
10-95R A
02-96R A
07-96R G
03-99R A
05-81R G
12-97R D
07-98R D
09-96R G
08-95R C
07-95R C
04-96R D
02-99R A
05-98 S

June 1999



Exhibit A(2)
of 1G-1112

1000 - GENERAL ADMINISTRATION (Cont'd.)

Congressional Relations

1G-1531 Congressional INQUITTES ......coooeeeeeeeeee e
1G-1532 OIG Semiannual REPOI ......evveeiiieee e
|G-1537 LegidatiVe REVIEW .....iiiieiieeeeicee e
IG-1541 OIG Liaison ResponSIbIlitieS .....uuiieeeiiiceeiiiii e
2000 - PROPERTY AND RECORDS MANAGEMENT
RECORDS
Records Maintenance
* 1G-2141 File Numbers for Correspondence ............cceevveeeiiieeiiiiinieeeeeeeeiiin e
1G-2142 Filing System for Audit RECOrAS...........cccvvuiiiiieeeiiiiicee e
1G-2143 File Numbers for Investigative Matters, pp 1-4 ......coovvveeeiieeeeeeeiiieeee e,
EXhibits A, B, AA C ...oeeiiinii et
1G-2144 Reference Material - AUTIt ..........euveiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeieeeeeeees
1G-2145 Investigative INdiCeS SYSIEM ..........uvuviriiiiiiiiiiiiiiiiiieee
Records Management
1G-2186 Records Creation, Retention, and Disposition
6] 0 T R PSP
EXhiDItS A 8N B.......uuiiiiiiiiiiiiiiiiiiiiii bbb
FORMS MANAGEMENT
1G-2211 Description, Production, and Control of Forms ...........cccooveeiiveiiiiiinnnnnn.
REPORTS MANAGEMENT
1G-2311 Reports Management Program ...........oveveeeeiieieiiinie et eesinneeenees

COMMUNICATION MANAGEMENT

Mall
1G-2411

Mail Management Program ........ccooeeeieieeiiiiiine e

Dist. = Distribution R =Revisd XR = Cross-reference

June 1999
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2000 - PROPERTY AND RECORDS MANAGEMENT (Cont'd.)

INFORMATION RESOURCES MANAGEMENT

Planning
1G-2511

Systems Planning, Development, Acquisition,

PROCUREMENT MANAGEMENT

Contracting

1G-2621

Advance Procurement Planning ............ccoovveiiiiiiiieeecccie e,

PROPERTY MANAGEMENT

Personal Property

*- 1G-2711

Real Property

1G-2720

EMPLOYMENT

1G-3332
IG-3335

Lost, Stolen, Damaged, or Destroyed Property ..........cccceevveeevrveeeiieinnnnnn.

Field OffiCE SPACE .vvvuii i e

3000 - PERSONNEL MANAGEMENT

Employee Orientation ............cuuviiiiiiiiiiiiiiis e
OIG Merit Promotion Plan .......ccooeeeiiiieeiiiie e

EMPLOYEE PERFORMANCE AND UTILIZATION

1G-3410
1G-3430
1G-3451
1G-3452
1G-3453

Training and DeVEIOPMENT ........uuuuiiieieiiieiiiiieieriieiereeereeeneeeeererereeenenenee
Performance APPraiSal .............eevereriririiiiiiiiiiirii
On-The-Spot ("Spot™) Cash AWAIAS .......evevviiieeiiieiiiiieeee e
Time Off as an INCeNtive AWaI ............uuueveriiimeiiiiiiiiiiiiieieieieeeeeeeeeninen
Foreign Language Incentive Program ........ccoooeveviieieiiiiini e

Dist. = Distribution R = Revised XR = Cross-reference

Exhibit A(3)

of 1IG-1112
08-94R A
09-96R A
07-98R G
08-92 A
04-96R A
05-9%R G

o
@
o°]
©
eNoNoNaNa)
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Exhibit A(4)
of 1G-1112

3000 - PERSONNEL MANAGEMENT (Cont'd.)

PAY ADMINISTRATION

|G-3551 OVEITIMIE e 08-81R
EXNIDITS ArK e 12-79
|G-3552 Law Enforcement Availability Pay .............coeeiiieiiiiiiiiiiiie e 05-98R
ATTENDANCE AND LEAVE
1G-3610 Flexible and Compressed Work Schedules ..............ccoceeiiiieiiiviiiiiiiineenn, 04-98R
*- 1G-3630 ADSENCE ANA LEAVE ...ttt eeeeeeeeeeeenee 07-98R

PERSONNEL RELATIONS AND SERVICES (GENERAL)

IG-3751 Disciplinary and Performance-Based ACIONS ............cceeviieeiiiiiiiiinnnennn. 01-89
IG-3771 OlG GFHEVANCE SYSLEM ....eiiiiiieeiee ettt e e e e eeee s 11-96R
1G-3792 Fitness and WEIINESS POIICY .....vvuiiiieiiiieieee e 05-91
1G-3793 Physical Requirements and Medical Standards for
Criminal INVESLQALOrS .........vvveiiii e 12-95R
1G-3795 Health and Fitness Program for Special AgeNntS ...........evvveeeviiiiiiiviniininnnns 04-97R

GENERAL AND MISCELLANEOUS
1G-3950 Identification Cards, Credentials, Badges,
Patches, and Official OIG INSIGNIA ......vvvueeieeeiiieeiicie e 12-96R

4000 - BUDGET AND FISCAL SERVICES

TRAVEL AND TRANSPORTATION

1G-4700 Travel REQUIBLIONS ...covvveiiii e 02-97R
FISCAL--GENERAL
Accountability
1G-4831 Management of Confidential FUNdS ............ccoooeeeiiiiiiiiiin e, 03-95R
|1G-4832 Food Stamp Investigation Transactions
Exhibits A through E, H, and | ..o, 04-96
pp. 1 -8, EXhibitSFand G ..o, 06-96

Dist. = Distribution R =Revisd XR = Cross-reference
June 1999
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6000 - PROGRAM MANAGEMENT

INVESTIGATIONS PROGRAM MANAGEMENT

*- 1G-6400 Investigative Case Entry Sheet INStructions ...............vvvevevirininininininininnn.
EXNIDITS ArD e

1G-6410 Organizational Planning ...........eirieeeiriieiiiiirie e e e e e
|1G-6420 Employee Monthly WOrksheet ............cooovviiiiiiiiiiiicin e

INTERNAL REVIEW PROGRAM
IG-6511 Quiality Assurance - Internal and External Reviews ............cccccvvvvveennnen.

7000 - AUDITS

THE AUDIT PROCESS

General Requirements

IG-7211 General Requirements - Audit Planning ...,
1G-7213 General Requirements - Auditor Independence ............ccccoeeeeeiieieeeeeeen,
1G-7215 General Requirements - WOrKPapers .........cooovveeeieieieieeeeeeeeeeeeeee e
1G-7217 Genera Requirements - Transmittal and Distribution of Audit Reports
* TR0 e USSR
* EXIDItS AL-A2 ..
EXhIDItS AS-A40 ...
IG-7218 General Requirement - Management Decision Process.................eennn...
Performance Audits
1G-7311 BVEUBLIONS ...
IG-7312 Financial Audit Planning .........cuueiiiiiiiiiiies e
IG-7313 Performance Audits - AUdit SUIVEYS ........ovviiiieeiiieeeie e
IG-7314 Audit Programs/Job Planning and SUPErVISION ..........ccovvvvvviiinieeeveeeiiinnnn,
IG-7315 Financial and Financial Related Audits -
AUdit REDOMING ...coiiieiiiiie e e e e eaaes
IG-7316 Performance Audits - Audit REDOMING .........uvevuriveeiiiiiiiiiiiiiiiiiiiiiiiiieaeens
1G-7323 Audit RePOrt REFENENCING ... ...vvvveiiiiiiiiiiiiiiiiieiiiiiiiiieeeieeeeeeeeeeeeereeenenenee

Non-Federal Audits
IG-7510 Single Audits of State and Local Governments and

NON-Profit Organizations .............covieeeiiieeiiiis e e e e ee e
IG-7610 Referral of Independent Public Accountants to

Regulatory Bodies and USDA Debarring Officias

Dist. = Distribution R = Revised XR = Cross-reference

Exhibit A(5)

of 1G-1112
12-98R C
02-99
04-95R C
03-97R C
12-94R D
02-97R B
07-97R B
07-97R B
04-97R B
02-99 *-
09-98
12-97R B
06-97 B
06-97 B
07-97R B
10-97R B
09-97
04-91R B
03-93R
09-97 B
03-97 B

June 1999



Exhibit A(6)

of 1IG-1112
8000 - INVESTIGATIONS
INVESTIGATIVE CONTROLS
Case Management
1G-8110 Complaint Processing and Case Control ............ccoovvvviiiiiiieeeeeeeiiiieie e, 09-97
Principles of Investigation
1G-8213 Investigation Case Planning ...............uevereririmimiririiiiirinirireiinenenerennenenen 08-95R
p. 1, EXhibits F, H, and | ooovveeiiiee e 12-96R

INVESTIGATIVE TECHNIQUES

Interviews
1G-8410 Warnings, Interview Techniques, Notes and Statements
Pr 172, 720 it 07-97R
- T SRR 03-99
* EXDIDItS A, B 06-98
EXhIDItS C = G .o 07-97
Obtaining and Preserving Evidence
|G-8440 Obtaining and Preserving EVIidence .........cccoovvveeiviiiiiiiieececce e, 06-96
|G-8444 Asset FOrfeiture Program.. ... ... ... eeeeeiiiiieiiieieieieieieieeeieeeeeeeeeneeeeeeeneeenee 02-99
Techniques Requiring Clearance
*- 1G-8460 Consensual Monitoring Electronic Tracking Devices...........ccovvvvvvivinnnnn. 08-99R
|G-8464 Confidential Informants and Investigative Operatives
T T T 1 USRI 01-98R
* T USRI 07-98
|G-8465 Ml COVEN'S ...ttt e e e et e e e e e e e e anes 03-96R
| G-8466 Undercover Investigations and Undercover
DOCUMENES ...t e e e e e e ean e 06-98R
|G-8467 Investigative Use of VENICIES .......coviiiiiiiiiiiii i 01-95R

Dist. = Distribution R = Revisd XR = Cross-reference
June 1999



8000 - INVESTIGATIONS (Cont'd.)

Law Enforcement Authorities

1G-8471

1G-8472

1G-8473
1G-8474
1G-8475
*- 1G-8476

YN 0= TP
EXNIDIt A e e
Firearms

TG 2 SO PSPPI
SEArCh aNd SEIZUME ...
Distinctive OIG ClOthiNg .........uuviiiieeiiiieiiis e
ShoOotiNg INCIAENTS ......ceeiieeecee e s
DEfENSIVE TACHICS .vvvvuiiieeiieieeiiiee et e e

LEGAL PROCEDURES AND ASPECTS

Subpoenas

G-8551

Ol G SUDPOENGS ...vvenieieeeieeeeiiieis e e e e e et e e e e e e e et s e s e e e e e e eeeennnneeees

Specia Protection

IG-8570

Victim and WiItnesS ProteCION ........ceueeiiie et e e

INVESTIGATIVE REPORTS

Reports of Investigation

1G-8611

Report Writing and Distributions

9000 - AUDIT AND INVESTIGATION -- GENERAL

AUDIT/INVESTIGATION OPERATIONS MATTERS

Coordination of Audit and Investigative Operations

1G-9121

DOMESLIC OPEFAtiONS ....vuvueieiiiriiiiiiiiititiiieibibebebebeeeaeeebebeeebeeeeeeeeeeeeeeeeee

Dist. = Distribution R = Revised XR = Cross-reference

Exhibit A(7)

of 1G-1112

05-95R C
11-96R C
02-99R C
09-98

08-95R C
01-95R C
02-95R C
05-99R C
06-92R D
08-95R Cc
06-96R C
01-99

06-96

01-99

03-98R D
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Exhibit A(8)
of 1G-1112

9000 - AUDIT AND INVESTIGATION -- GENERAL (Cont'd.)

Complaints Against OIG Personnel

1G-9130 Complaints Against OIG Personnel ... 12-90R
Offenses Against OIG Employees

1G-9151 Interference and ASSAUIL ..........eiieiniiiiie e 07-97R
Audits and |nvestigations

1G-9160 "Hotling" ComplaintS..........uuiiiie e 06-95R
Testimony

1G-9161 BLIC=:= 11 Y71 o T T o T o R 05-95

o000

Dist. = Distribution R =Revisd XR = Cross-reference
June 1999



